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Post Award Activity 

Post award activity is all activity required by the ICJI of the subgrantee after their applications have been 
awarded.  This can include all reporting, requests for reimburse, and grant monitoring.  

To access an awarded application users must login to the Egrants system. 

 There are two ways to access the grant awards that need to have reports completed.  

 Click the Project Management link at the top of the screen. 

 Click the Awarded Projects link under the Quick Search heading. 

 Select the needed Grant ID. 
 

 Click the first CLICK HERE link to access exsisting applications.  
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Reporting 

 

The subgrantee can enter the Monitoring area by clicking on the Monitoring menu option or the 
appropriate “CLICK HERE” link. 

 

The subgrantee can select from the options listed at the top of the screen to determine what report to 
create and submit.  
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The Work Manager generates alerts fo the subgrantee notifying them that the report is due. 

 Clicking on the Task listed in the Work Manager will bring the subgrantee to the reporting section. 
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Program Reports 

Click the Create Program Report button.  

 
 

  The subgrantee must choose Yes or No from the drop down menu for the question, “Is the Project on 
Schedule?”  If No is choosen then an explanation must be provided.   

 The subgrantee must then complete the narrative portion, “Briefly List Activities Conducted During This 
Period.” 

 The Make Final Report button should be clicked if the report being submitted is the Final report for the 
award.  
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Once these 2 steps have been completed, the subgrantee can move on to the Program Sections portion of the 
report. 

 

The subgrantee will click on the link for each section and answer the questions presented. 

 Attachments 

 The section allows the subgrantee to submit any required documentation or other documentation 

that is needed for the report. 

 Click Save – Complete when complete. 

 Activity Areas 

 The activity areas are selected in the application or can be selected during each reporting period.  

 Once and Activity Area is selected, any performance indicators or questions defined within the 

Activity Area will be added to the report in the Acitivity Perofrmance Indicator(s) section. 

 Click Save – Complete when complete. 

 Performance Indicators 

 Performance Indicators are established in the Funding Announcement by the Grant 

Manager. 

 Additional Performance Indicators can be established by the subgrantee if the Funding 

Announcement allows that as an option during the application process.  

 Click Save – Complete when complete.  

 Additional Program Report Sections 

 Additional sections are defined by the Grant Manager and must be completed.  

 Final Report 

 This becomes available with the Make Final Report is clicked. 

 Click Save – Complete when complete.  
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The Status of each section must be Complete to be able to View Report and Submit Report the report.  

 

When the Submit button has been selected the following screen will appear.  

 

Click Agree to move forward with submitting the report. 
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Cumulative Fiscal Reports 

Cumulative Fiscal Reports are reports required to show expenditures of funds for the grant application.  
These reports are used to determine the necessary reimbursement needed for the program.  

Summary and Detail Fiscal Reports are required to be entered by the subgrantee. 
 Fiscal Reports determine the amount of funds needed for reimbursement.   

Click the Create Fiscal Report button.  

 

Select the Report Type 

 Quarterly 
 Quarterly fiscal reports are required for all awards, and must be submitted by the date 

established by the Grant Manager.  

 Interim  
 Interim Fiscal Reports can be submitted to receive reimbursement at any time during the 

grant period.  
 An Interim Report should be utilized to request reimbursement in between the required 

reporting period.  If the grant is approaching the required reporting period, please do not 
mark as interim.  The system is sensitive to dates and will not total the categories properly. 

 The Report Period End Date must be selected when completing an interim report.  

 Final 
 Final Report is used to submit the final fiscal report for the award and to request the final 

reimbursement. 

The subgrantee will also need to select whether this program collects Program Income (only for 
quarterly reports). 
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If Detailed Budget: 

 The subgrantee should click the blue link of the Budget Category they need to report into. 
 

 

 Enter the amount of grant funds and/or match funds expended for the quarter for each line 
item.  
 Funds Paid this period: Grant Funds for reimbursement. 
 Match This period: Match Funds paid during the reporting period.  

 Click Save when complete.  



9 
 

 
 

If Non-Detail Budget: 

 Enter the amount into the Funds Paid This Period Column and Match Funds Paid This Period 
Column for each category. 

 

The subgrantee should now enter the data necessary for the Financial Information section of the 
financial report.  

 Funds Paid This Period:  All expenses paid by the subgrantee for this project.  

 Total Fund Received to Date 
 This column calculates based upon the payments entered by CJI for grant funds.  
 The subgrantee will need to input the “Total Funds Received to Date” for the Match line(s).  

 The Claim This Period column should be the total amount that needs to be reimbursed.  
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 Any remarks or comments that the subgrantee needs to make about the report can also be 
added, but are not required.  

 Add Attachments:  Attach the supporting documentation necessary to received reimbursement.  

 View Report:  See a summary of the report in PDF. 

 View Program Income Report:  See a summary of the report in PDF 

 Click Submit to submit the report.  
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 The above approval message is in place instead of signatures that may have been previously required by 
the programs.  

 Click Agree to finish submitting the financial report.  
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Program Income 

Program Income should only be submitted with the quarterly reports.  Program Income should not be 
submitted with Interim Reports.  

 Select Earned or Expenditures from the drop down menu. 

 Select the plus button to add the earned line item or expenditure line item. 

 

 Click the Select button to enter date into the line item. 
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 Select the Category Type from the drop down menu. 
 The category types are determined by the Budget Indicator of Earned or Expenditure. 

 Enter the total amount earned for that category. 
 Multiple categories can be added as needed.  

 Enter the amount of funds.  
 Earned Funds:  The amount entered should be the total amount earned for that category. 
 Expenditures:  The amount entered should be the total amount of the federal portion of 

program income earned that was expended.  

 Click Update when the line item is complete.  
 

 

Completed view of Program Income 
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Inventory Reports 
 
Monitors the equipment purchased using grant funds.   
 
Inventory reports are only kept for equipment that has a value of $500.00 or greater.  

 Click Add New Item to add an inventory item to the report. 
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 To complete the report fill out this section in its entirety. 
 Item Number:  The asset tag number or the number assigned by the subgrantee to track the 

item. 
 Inventory Quantity:  The amount of items purchased.  
 Description:  A brief description of the item purchased. 
 Identification Number:  The serial number or another used to identify item. 
 Date Acquired:  The date the item was purchased. 
 Cost:  The final cost of the item. 
 Present Condition Code:  Select from the drop down the current condition of the item.  
 Present Use and Location:  Describe how the item is currently being used and where is it 

located.  
 Anticipated Future Code:  Select from the drop down the anticipated condition of the item.  
 Remarks:  Include any additional remarks about the item that is not addressed in the 

previous questions.  

 Click Save and Return when the report is complete. 
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 The record has now been added to the Inventory Report and can be submitted.  

 Any additional remarks can be included in the Remarks section of the report.  

 Click Submit Report when finished with the report. 

 

The confirmation message below will come up with the Submit Report button is clicked.   

 Click Agree to move on.  
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All saved reports are listed in the Main Summary of the Monitoring section of the grant.   

 

 

 

 

 

 

 

 


